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REQUESTING PHOTO REPRODUCTION

BACKGROUND:
Photographic reproduction is accomplished within PIC by submitting
a Reproduction Requisition to IMD, Room 4OLF,

PIC REQUISITION FORM:

PIC requisition forms are centrally controlled within the Staff
by assigning a CCS control number in the upper right corner of the
form (See Attachment for example of completed form). These numbers
are sequential as new orders are submitted.

The forms are typed in triplicate. Two go to DMD/T in room 513A,
and one 1is for the Staff file. This file (CCS Reproduction Requisitions)
is located in Safe 7447 in Room 502.

STANDARD OPERATING PROCEDURE:

1. Fill out one copy of requisition form in pencil, making sure the
data on material furnished is clear and correct. Be sure the date job is
required is realistically arrived at and all boxes as shown on the
attachment are filled in.

2. Submit pencil copy to the clerk typist for typing. The clerk
will place the CCS control number on the finished copies (three).

3. The clerk typist will deliver the two copies to IMD, Room LOLF.

L. Upon return of the material the clerk will mark "Completed" and
the date on the CCS file copy of the requisition. If the material is
delivered to someone other than the clerk, that person is responsible for

informing the clerk of the completion of reproduction.
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AMPLE

SAMPLE

Priority 1

Ordered by (Person) Phone No. |Room No. Bldg. This Date Pro|C¢&
John Doe 624 51k Steuart 9 October 59 E% g ;
Office Division Branch Date Job Required 62|55
PIC ces 13 October 1959 |/5 2’95
Type of Reproduction Materials Requested No. Orig. ’:?' (;%'::i:' Total
Contact Prints X Prints SWG X 3 1 3
Vacuum Frame Priﬁ?s SWSG 7
Enlargements Prints DWSM
Copy Camera Prints AMS
Ozalid Film Negatives
Photostat Film Positives
Multilith Foil (goror!
Ditto Impressions
Rectification
CIossification—" SECRET
Requester CCS |Do¢e Ordered 9 Oct Date Duel3 Oct Total Prints 3 [Job Number CCS-O/59
Remarks 8 Instructions-
Material Furnished
7Con1rol No. ff:'zot,ure'i No. eclch Control No. fI'E::‘osur:i No.each| Control No. ff:r:osure’so No. each
¢ 68Lo 111115 1
Delivered to.
Checked by. Date

Declassified and Approved For Release 2014/05/08 : CIA-RDP78B05167A000300080002-2



